UY BAN NHAN DAN CONG HOA XA HOI S NeHhIL AN AM
HUYEN NINH HAI Poc 1ap - Ty do - Hanh phiic
sé: 2§ /KH-UBND Ninh hai, ngay% thing 8 ném 2020
KE HQACH

Trién khai tip huén sir dung chirng thwr s6 ca nhéin (chlr ky s6)
tai cac co quan, don vi va UBND cac xa-thij trian

Trén co s& Ké hoach so 146/KH-UBND ngay 14/5/2020 vé viéc trién khai céc
giai phap khic phuc nhimg ton tai, han ché nam 2019 601 vo1 viée thuc hién nhiém
vu ung dung Cong nghé thong tin trén dia ban huyén, Uy ban nhén dén huyén xay
dung ké hoach tap huan st dung chung thu s6 ca nhan (chir ky s6) tai cac co quan,
don vi va UBND c4c xa-thi tran, cu thé nhu sau:

1. MUC PiCH, YEU CAU.

1. Muc dich: diy manh viéc st dung chit ky s6 trong xtr ly cong viéc; ky ban
hanh c4c vén ban dién tir trén phan mém TDOFFICE; dbi méi phuong thire lam vige
theo hudng hién dai nén hanh chinh; ning cao chat lugng cong tac chi dao, diéu
hanh; chuyén, nhan véan ban dién tir gitta UBND huyén véi cac x4, thi tran trén dia
ban huyén thong qua phan mém TDOFFICE.

2. Yéu cau: tat ca can bg, cong chirc, vién chire thudce cic co quan, don vi va
UBND céc x4, thi tran deu tham gia tap huén; 100% céan bd, cong chire, vién chire
duoc tap huan dat yéu cau vé chuyén mén, sir dung thanh thao phan mém; 100%
Linh dao va ké toan thuc hién hidu qua chir ky so trén cac vin ban dién tur.

II. NOI DUNG TAP HUAN.
1. Cai dat, huéng dan sir dung chit ky sé.

2. T chirc tap hudn khai thac, sir dung cac chirc nang cua phan mem tap huin
thao tac tao du thao va chuyén du thao van ban dé chimg thu sb; vao sé van ban,
ngady, thang ban hanh vin ban trén phan mém.

IIL. POI TUQNG, THOI GIAN, PIA PIEM.
1. P6i twong.

a) Cép huyén: Lanh dao, cong chirc, vién chic thude cic co quan, don vi truc
thude huyén.

b) Cép xa: Chu tich, cac Phé Chu tich (HDND, UBND), K¢ toan; toan bd
cong chirc clia cac xa-thi tran.

2. Thoi gian: Quy 111/2020 (Lich tip huin sé dwoc théng bdo cu thé sau).
3. Pia diém: tai don vi duoc tap huan (do don vi bd tri).

IV. HINH THU'C TAP HUAN (hwéng dAn trén timg déi twong)

1. P6i véi Vin thr

- Hudng dan tao s6 vin ban di, dén cho cac nam.

Ky boi Uy ban Nhan dan huyén Ninh Hai



- Cach ky s6 trén phan mém.
2. D6i v6i Cong chire, vién chire, ké todn tham muu xir 1y cong viée

Hudng dan tao du thao cong viée cho ting ndi dung dugc phan cong xur Iy
chuyén xir ly van ban khéng c6 tinh chat tham muu (cdc logi van ban xem dé biét,
tham khao, ...).

3. Doi v6i Lanh dao don vi (cAp phé tré 1én)
- Huéng dan tao du thao céng viéc cho timg ndi dung duogc xir 1y; két thic,

tim kiém, luu trix céc loai van ban khong ¢6 tinh chat tham muu (cac loai van ban
xem dé biét, tham khdo, ...) hodc céc vin ban ndi bd.

- Céch ky s6 trén phan mém.
V. TO CHUC THU'C HIEN.
1. Viin phong Cap iiy va Chinh quyén huyén.

- Trang bi co s& vat chét (may ch1eu laptop va cac thiét bi can thiét) dé thun
tién cho cong chirc trong qua trinh trién khai tap huén tai dia phuong.

-B6 tri xe dé van chuyén ngudi va céc thiét bi (may chiéu, laptop va cdc thiét
bi can thiéf) dén timg co quan, dia phuong duoc tap huin.

- Cir cdng chuec trién khai tap huén dén cac co quan, don vi va dia phuong.

- Phéi ‘hop Phong Tai chinh - K& hoach bb tri kinh phi cho dot tap huén chir
ky s6 theo ké hoach nay.

2. Phong Tai chinh - Ké hoach: c6 trach nhiém can dbi ngan sach, b tri kinh phi
bd sung cho Vin phong Cap ty va Chinh quyén trién khai dat hiéu qua ké hoach dé ra.

4. Cac co quan, don vi va UBND cdc xi-thi tran: yéu cau Lénh dao, cong
chire, vién chirc tham gia day du trong dot tap huén sir dung chir ky s6 va khai thac
phan mém TDOFFICE dat hiéu qua.

Trén day la Ké hoach trién khai tap huan st dung chimg thu sd ¢4 nhan (chir
ky sd) tai cac co quan, don vi va UBND cdc xa-thj tran. Yéu cdu cdc co quan, don
vi, UBND céc xé-thi tran nghiém tic trién khai thuc hién./.

Noi nhan: KT. CHU TICH
- TT. Huyén ty;

- TT. HDND huyén;

- CT, cac PCT UBND huyén;

- Cac co quan, don vj tryc thudc huyén;
- Trang Thong tin dién tir huyén;

- TT. HDND, UBND cic x4, thj trn.

- Luu: VT, VPUB(LD, CV).
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